


Documents Wikis 

 Document Library vs. Document Workspace: These are the two primary 
ways to work with documents on a SharePoint site. A document library lets 
users share, collaborate, collect, and manage files with others. A document 
workspace has tools to help a team develop and prepare one or more 
documents. 

 To Open and Edit a Shared Document: Click Documents on the Quick 
Launch bar and click the library containing the document you want to open or 
edit. Click the document. In the dialog box that appears, click Read Only to 
open the document, click Edit to edit the document. 

 To Check Out a Document: Click Libraries on the Quick Launch bar and 
click the library containing the document you want to check out. Point to the 
document you want to open. Click the list arrow that appears and select 
Check Out from the list. Click OK and click the document to open it. 

 To Check In a Document: Make sure the document is not open in another 
program. Click Libraries on the Quick Launch bar and click the library 
containing the document you want to check in. Point to the document, click 
the list arrow that appears, and select Check In from the list. Complete the 
options that appear and click OK. Click Yes to confirm the check in. 

 To Create a New Document: Navigate to the library or folder in which you 
want to create a document. Click the Documents tab on the Ribbon and click 
the New Document button in the New group. Click OK. Click Save when you 
have finished making changes to the document. Enter a name for the file in 
the File name box and click Save. Click the Close button to close the Word 
document.  

 To Create a New Folder: Navigate to the library or folder in which you want 
to create a new folder. Click the Documents tab on the Ribbon and click the 
New Folder button in the New group. Enter a folder name and click Save. 

 To Upload a Single Document: Navigate to the library or folder in which you 
want to create a new folder. Click the Documents tab on the Ribbon and click 
the Upload Document button in the New group.  Click the Browse button, 
select the document you want to upload, and click Open. Enter any version 
comments and click OK. Check in the document, if necessary. 

 To Upload Multiple Documents: Navigate to the library or folder in which 
you want to create a new folder. Click the Documents tab on the Ribbon and 
click the Upload Document button list arrow in the New group. Select 
Upload Multiple Documents from the list. Open Windows Explorer and 
navigate to the documents you want to upload. Drag and drop files in the 
Upload Multiple Documents dialog box. When you are finished, click OK. 

   Surveys and Discussions 
 To Respond to a Survey: Click Surveys on the Quick Launch bar and open 

the survey to which you want to respond. Click Respond to this Survey on 
the toolbar and answer the survey questions. Click Finish when you are 
done. 

 To View Survey Responses: Click Surveys on the Quick Launch bar and 
open the survey for which you want to see responses. Click the Show a 
graphical summary of responses or Show all responses link 

 To Create a New Discussion Topic: Click Discussions on the Quick 
Launch bar and open the discussion to which you want to contribute.  Click 
the New button on the toolbar, enter the subject name and fill in the Body 
section. Click OK. 

 To Reply to a New Discussion Topic: Click Discussions on the Quick 
Launch bar and open the discussion to which you want to contribute.  Click 
the discussion thread to open it. Click the Reply button next to the post to 
which you want to reply.  Enter your response to the topic in the fill in the 
Body section and click Save. 

 To View a Wiki: Click the wiki name under Libraries in the Quick Launch bar. 
 To Add a Wiki Page: Open the wiki site and click the Page tab on the 

Ribbon. Click the Edit button in the edit group and enter the name of the new 
page enclosed in double brackets. For example, type [[Help]] to create a link 
to a page called help. Click the Save & Close button in the Edit group on the 
Ribbon and click the link to the page you just created. Click the Create button 
to create the page.   

 To Link to Another Wiki Page: Type the page name enclosed in double 
brackets in the wiki content area.  

 To Edit a Wiki Entry: Open the wiki page and click the Page tab on the 
Ribbon. Click the Edit button in the Edit group and make changes as 
necessary. Click Save & Close on the Ribbon when you are finished. 

  Blog 
 To View a Blog: Click the blog name in the top link bar or Quick Launch bar. 

 To Create a Blog Post: Open the blog site and click the Create a post link 
under Blog Tools list on the right side of the page. Enter a name for the post 
in the Title box and enter the blog content in the Body area. Click Save as 
Draft to save the draft so only you can see the post. Click Publish to let 
everyone with access to the blog see the post. 

 To Comment on a Blog Post: Open the blog site and click the Comments 
link below the post to which you want to respond. Enter the comment title and 
body, and click Submit Comment. 

 To Receive Blog Updates through an RSS Feed: Open the blog site. Click 
the RSS Feed link at the bottom of the Home page. Click Subscribe to this 
feed and click Subscribe in the dialog box. 

  Lists 
 To Add an Event: Click Lists on the Quick Launch bar and click the calendar 

to which you want to add the event. Click the Events tab on the Ribbon and 
click the New Event button in the New group. Enter information about the 
event and click Save when you are done. 

 To Synchronize the SharePoint Calendar with your Outlook Calendar: 
Click Lists on the Quick Launch bar and click the calendar or task list you 
want to synchronize. Click the Calendar tab on the Ribbon and click the 
Connect to Outlook button in the Connect & Export group. Follow the 
prompts to allow SharePoint access to Outlook. 

 To Add a Task: Click Lists on the Quick Launch bar and click the task list to 
which you want to add a task. Click the Items tab on the Ribbon and click the 
New Item button in the New group. Enter task information and click Save. 

 To Update a Task: Open the task list containing the task you want to update. 
Click the task hyperlink. In the task dialog box, click the Edit Item button on 
the View tab of the Ribbon. Update values in the Status and % Complete 
fields. Update other fields as needed and click Save. 

 To Edit an Item: Click Lists on the Quick Launch bar and open the list that 
contains the item you want to edit. Point to the list item and click the list arrow. 
Select Edit Item from the list, edit the item and click Save. 

 To Delete an Item: Click Lists on the Quick Launch bar and open the list that 
contains the item you want to delete. Point to the list item and click the list 
arrow. Select Delete Item from the list and click OK. 

 To Restore an Item: Click Recycle Bin on the Quick Launch bar and click 
the check box next to each item you want to restore. Click Restore Selection 
on the toolbar and click OK. 

 To Receive an Alert when an Item Changes: Select the item for which you 
want to receive and alert and click the Items tab on the Ribbon. Click the Alert 
Me button in the Share & Track group on the Ribbon and select Set alert on 
this item from the list. Enter the alert information and click OK. 

 

 


